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JOB DESCRIPTION AND POSITION CLASSIFICATION 
 

CLASSIFICATION 

      
DWR POSITION NUMBER 

      

SAP POSITION NUMBER 

      

MCR 

      
APPOINTEE 

      

SAP PERSONNEL NO. 

      

DIVISION/SECTION  

      
COLLECTIVE BARGAINING IDENTIFIER 

 
Management Related BU: 

        

 
Supervisory Related BU: 

        

 
Confidential Related BU: 

        

 
Rank and File BU: 

        

RESPONSIBILITIES EXERCISED  

  Supervisory  Lead Person 

IMMEDIATE SUPERVISOR (Print) 

      

SUPERVISOR'S CLASSIFICATION  

      
APPROVED BY (Personnel Analyst's Name)  

      

DATE 

      

Percent of 
Time Activity 

            

SUPERVISOR’S STATEMENT: I HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE. 
SUPERVISOR’S NAME (Print) 

      

SUPERVISOR’S SIGNATURE 

 
DATE 

EMPLOYEE’S STATEMENT: I HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE 
 RECEIVED A COPY OF THE DUTY STATEMENT. 
EMPLOYEE’S NAME (Print) 

      

EMPLOYEE’S SIGNATURE 

 

DATE 

DWR 525 (Rev. 1/09) 


	Activity

	classification: Youth Aid
	dwr position number: 0256-9991-900
	sap position number: 50047123 & 50026562
	mcr: 1
	appointee: Vacant
	sap personnel no: 
	division: Fiscal/ Payables Office
	MRBU: Off
	Management Related: 
	SRBU: Off
	Supervisory Related: 
	CRBU: Off
	Confidential Related: 
	RFBU: Yes
	Rank and File: E
	responsibilites: Off
	IMMEDIATE SUPERVISOR: Trish Afarian-Salvador
	SUPERVISOR'S CLASS: Accounting Administrator II
	PERCENT OF TIME: 








40%




40%



20%
	activity: POSITION SUMMARY             
In a trainee capacity and under close supervision and with lead guidance of the Accounting Administrator I, the incumbent is responsible for providing routine and less difficult office support to the Payables Office.

ESSENTIAL FUNCTIONS                
This position requires that the incumbent work cooperatively with others and maintain consistent and regular attendance.  The specific duties are:

Assemble, sort and file claim schedules.  Create and maintain files for replenishment and vendor claims.  Regularly review Documentum to ensure integrity of electronic files compared to the paper files.  Utilizing display access in SAP, research vendor claims to resolve any discrepancies.  Inform the Accounting Administrator I of any necessary updates.  

Assist with maintaining office files, daily filing, making photocopies, hand delivering items to other offices within and outside the building.  Utilizing a personal computer, access the division's shared drive to assist with the maintenance of electronic office files.  

Receive daily incoming mail and distribute to office personnel; answer telephones and take clear and concise messages, send and receive faxes;  assist with preparations for meetings and presentations. 

SPECIAL REQUIREMENTS
Excellent verbal and written communication skills.  Ability to use a personal computer.  
	supervisor's name: Trish Afarain-Salvador
	employee's name: Vacant
	personnel analyst: Amanda Jack
	personnel date: 6/25/14


